Grievance - Create
Purpose

Trigger
Prerequisites

End User Roles

Title: Grievance - Create (PA30)

PA30
Use this procedure to enter a new grievance.

Perform procedure when a Union representative officially files a grievance on behalf
of an employee.
e You have received documentation from Union representatives regarding a
new grievance.
In order to perform this transaction you must be assigned the following role:
e Decentralized Grievance Administrator

Change History

Date Change Description

8/16/2010 — New procedure created.

11/2/2010

Menu Path Human Resources = Personnel Management - Administration - HR Master Data

Transaction Code

- Maintain
PA30

Helpful Hints

6 Do not save or green check your entries as you go through each tab in the
infotype. Instead, enter all the data available on all tabs and save when complete.
This will avoid any HRMS errors and prevent you from having to rekey data.

e Grievances must be entered for the previous month by the 10 of the
following month. The Labor Relations Office (LRO) will access the
information, compile data, and run reports thereafter.

&, -
If you hit the == (Save) button before the grievance is complete, the

incomplete required fields will be grayed out. You will need to click (Back) and
rekey the information.
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Title: Grievance - Create (PA30)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

&

Example: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: _®_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

oor&

Example: & Save your entries.

Action: Perform the required action to proceed.
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Title: Grievance - Create (PA30)

Procedure

Start the transaction using the above menu path or transaction code PA30.
¢
HR master data Edit Goto Extras Utilities(M) Settings System Help

Vi A H e SHER DDhon HEER @6

Maintain HR Master Data

D12 o e | 2]

<):'-| EII%“ * | Personnel no. |
Find by |
2 ‘ﬁﬁ Person
M Collective search h
M Search Term
{H} Free search
Ini test Basic Personal Data
I TR Tinfotype text [E_][ | [Period
| |Actions [«]] | OPefiod
| |Organizational Assignment =] From |81/81/1806|Te  [12/31/9999
| |Personal Data O Today O Curr.week
| |Addresses @Al QO Current month
| |Planned Warking Time OFrom curr.date O Last week
| [Basic Pay (O To Current Date O Last month
| |Contract Elements O Current Period O Current Year
_Date Specifications [=] |TE Choose |
Family/Related Person [+]
Direct selection
Infotype | STy |

Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Personnel no. R The employee’s unique identifying number.
Example: 40000094

Click & (Enter) to validate the information.

Click the — tab to select.

Period
@ Perind

Infotype text |E ||_|
Actinns o | [=]

i
Q You will need to scroll to the right to select the tab.

Click to box to the left of " _ to select.
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Title: Grievance - Create (PA30)

=
HR master data Edit Goto Extras Utilities(M) Settings System Help

& 100 e CHE anen @E 0B
Maintain HR Master Data

EEEEEENS

D:M I IE |||: * | Personnel no. |4EIEIEIEIE|94 i |
Find by |[Name  |BELL MISTY |
~ @ Person PersArea |2350|Dept of Labor & Industries EEGroup ﬁ Permanent
(il Collective search h| pyparea |00HA| WFSE Agencywide EESubgroup . M-OT Elig»40hrsfwk  Status  Active
{Hl Search Term .
{H] Free search )
B Ini test . Time Recording , Addtl Personal Data , Planning Data JETREETIEg  Payroll ||, </ ]'%
II KD foat !l:d_—| Tan
Labor Relations -]| | @ Period
. ~] From | |T0 |
. O Today O Curr.week
|| O Al O Current month
| O From curr_date O Last week
L O To Current Date O Last month
L O Current Period O Current Year
- [+] FE Choose |
-]
Direct selection
Infatype | STy | |

6. Click @ (Create) to create a new record.

7. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Start R This is the date on which a record begins.

Q The ‘Start Date’ must match the ‘Date Filed’.
Example: 8/16/2010
Date Filed R This is the date the grievance is received by the agency.

0 The ‘Date Filed’ must match the ‘Start Date’.
Example: 8/16/2010

Subtype R This is used to track the reason the Grievant is filing the
grievance.
The following options are available:
Issue: Filing a grievance because of an
alleged violation of the contract.
Disciplinary: Filing a grievance on a disciplinary
action that was taken against the
grievant.
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Title: Grievance - Create (PA30)

Example: 02 Disciplinary

Discipline Type

For a disciplinary grievance, this indicates the level of
disciplinary action being grieved.
Example: 02 Written Reprimand

Discipline
Reason

Describes the reasons for the disciplinary action.

@ You can have multiple selections, but you must select the
primary (most important) reason first. Up to 5 additional (for a

total of 6) reasons may also be selected. The primary reason will
be used for tracking and reporting purposes.

Example: 10 Inappropriate Behavior

Responder

This is the individual responsible for responding to this step of
the grievance.
Example: 20999999

Grievance
Number

This is the number that is assigned by the Union.

@ If a grievance number is not assigned by the Union, enter
the grievant’s last name and date of filing in this field. No two
grievances can have the same number assigned.

Example: Bell-08/16/2010

Orig Agency

This is the agency code for the agency at which the grievant is
employed at the time the grievance is filed.
Example: 2350 - Dept of Labor & Industries

Orig Pers Area

This is the sub-agency code for the sub-agency at which the
grievant is employed at the time the grievance is filed.

@ Smaller agencies may not have sub-agencies, so in that
instance enter the agency code in this field.
Example: 2350 - Dept of Labor & Industries

Orig BU

This is the bargaining unit in which the grievant is a member at
the time the grievance is filed.
Example: 00HA WFSE Agencywide

Other Griev
Num

n/a

This is used to track the number assigned if the grievance moves
to arbitration.

Q This number is manually entered by the LRO.
Example: n/a

Cost

n/a

This is used to track the costs of a grievance once it goes to
arbitration.

Q This number is manually entered by the LRO only.
Example: n/a

Group

n/a

The group grievance section is completed for the following

State of Washington
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Title: Grievance - Create (PA30)

Grievance scenarios:

e Agroup of employees file a grievance.

e Agrievance is filed on behalf of an entire bargaining
unit.

e Asingle employee files multiple grievances which are
later consolidated.

e  Multiple employees file similar grievances which are
later consolidated.

Example: n/a
=

Infotype  Edit Goto Extras  System Help

8. Click the ( Tracking

& 3 dH @@ (CEEIBDO0 EE G
Create Labor Relations
[EE]2]
Personnel No. 40000094 Name BELL MISTY
Find by | PersArea |2350 | Dept of Labor & Industries EEGroup |0|Permanent
=~ @ Person OOHA ide EESubgroup |06 M-OT Elig=40hrsiwk  Status  Active
) Collective search hl gyt B8/ 16/2810 io 12/31/9998
{H} Search Term
M Free search
Ini test  METETATI Tracking | Contacts | AmticleInfo 1, AicleInfo 2 Article Info 3 ManE
IL L] Subtype 071 |Issue Date Filed 93/16/2010
Discipline Type 02| Written Reprimand Grievance Mumber Bell-08/16/2010
Discipline Reason 10| Inappropriate Behav
Add Discpl Reasons Orig Agency 2350 Dept of Labor & Inc
Orig Pers Area 2350 Dept of Labor & Inc
Orig BU BEHA| WFSE Agencywidi
[J Group Grievance
Entire BU Griev. Other Griev Num
Other Incorp Griev Cost
Group Griev Pers #s
Responder

i tab to select.

9. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Grievance R This is used to indicate the current status of the grievance.
Status

:" This will change several times during the lifetime of the
grievance. Note: Some agencies begin the grievance process at
Step 2, in those cases the process will begin at 2M.

State of Washington
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Title: Grievance - Create (PA30)

Example: Open
Step R This is used to indicate what step of the process the grievance is
currently at.

@ This will change several times during the lifetime of the

grievance.
Example: 1M
=4
Infotype Edit Goto Extras System Help
L] B AHICER EHE BTL8 EE @B
Create Labor Relations
EEEL
= |15 bl | B Personnel No. | 40000894 Name BELL MISTY
Find by | PersArea |2350 | Dept of Labor & Industries EEGroup |8 | Permanent
< 6% Person PSubarea |DOHA|WFSE Agencywide EESubgroup |06|M-OT Elig»40hrsiwk  Status  Active
(K} Collective search h| gyay 93/16/2018] To  [12/31/3999
{Hl Search Term
{Hl Free search )
B Ini test Grievance Info S P*OT Il Contacts | AdicleInfo1 | Adicle Info2 | Adicle Info 3 MROE
Il ER] Grievance Status 01| Open OFM Number
Step 1M Step 1 Meeting [ Time Extension
Close Reason Close Date

10.  Click the  Contacts | tab to select.

@ Agencies will need to establish a standard practice for entering Contact information.
11. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
HRC C This is used to indicate the Human Resource Consultant contact.

& It is a requirement to populate either the HRC or Agency
LR Contact field. You may populate both, if applicable
Example: 40000444

Appointing R This is used to indicate the Appointing Authority.
Authority

Example: 40000312
Agency LR C This is used to indicate the Labor Relations Contact.
Contact

It is a requirement to populate either the HRC or Agency
LR Contact field. You may populate both, if applicable

7 of 10
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Title: Grievance - Create (PA30)

Example: 20044444
AGO 0] This is used to indicate the assigned Assistant Attorney General
(AAG).

@ Click the (Matchcode) to open the selection list.

Example: Brown, Elizabeth
Arbitrator n/a This is used to indicate the Arbitrator contact.

Q This text field is manually entered by the LRO only if

applicable.

Example: Doe, John
Agency n/a This is used to indicate the agency Labor Relations Office/Office
LRO/OFM Rep of Financial Management contact.

@ Click the (Matchcode) to open the selection list.

Q This is manually entered by the LRO only if applicable.
Example: Doe, John
Shop Steward C This is used to indicate the Shop Steward contact.

& It is required to populate either the Shop Steward or Staff
Rep field. You may populate both.

Example: 40000097

Staff Rep C This is used to indicate the Staff Rep contact.

& It is required to populate either the Shop Steward or Staff
Rep field. You may populate both.

Example: Doe, Jane
Union Attorney n/a This is used to indicate the Union Attorney contact.

Q This text field is manually entered by the LRO only if
applicable.

Example: Doe, John

Other 0] You may enter 5 additional contacts in the Other field. The
contacts must be state employees as personnel numbers are

entered in this field. Click to add additional contacts.
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Title: Grievance - Create (PA30)

=g
Infotype Edit Goto Extras System Help
@ T IiH eGe DHE fnnan OF @B
Create Labor Relations
BEP
I |||: * | Personnel Mo. ’m Name ’m‘
Find by | PersArea |2350 Dept of Labor & Industries EEGroup m Permanent
= {ifp Person PSubarea |B0OHA WFSE Agencywide EESubgroup ’ﬁ‘M-OT Elig=40hrsfwk  Status  Active
(] Collective search h| gya [es/16/2018] To  [12/31/9999]
|H Search Term
fHl Free search
B Ini test Grievance Info | Tracking (W PRER Article Info 1, Atticle Info 2 | Article Info 3 hy [ TE
Il LAl HRe 40008444 | WELLS, ROSE
Appointing Authority 40000312 OWEN, ROBERT
Agency LR Contact
AGO Brown, Elizabeth
Arhitrator
Agency LRO/OFM Rep
Shop Steward 4EIEIEIEIE|9?| DOE 40000087 JANE
Staff Rep
Union Attorney
Other |
El

12. Click the tab to select.

@ HRMS has the ability to store 5 Article information.
13. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Master R This is the name of the Master Agreement the grievance is filed
Agreement under.

@ Click the (Matchcode) to open the selection list.

Example: 06-WFSE
Contract Year R This is the contract period the grievance is filed under.

@ Click the (Matchcode) to open the selection list.

Example: 03 -09-11
Article Name R This is the name of the article being grieved.

Q The code corresponding to the Article Name is not
associated with the Article Numbers within your Master
Agreement.

9 0of 10

State of Washington



Title: Grievance - Create (PA30)

@ Click the (Matchcode) to open the selection list.
Example: 10 - Discipline
Article Number R This is the actual article number from the Master Agreement.
For consistency, please enter single digit article numbers
with a preceding zero.
Example: 27
Sub-article 0] This is the name of the sub-article being grieved.
Name
@ Click the (Matchcode) to open the selection list.
Example: 99-Process
Sub-article 0] This is the sub-article number from the Master Agreement.
Number @
Please enter single digit sub-article numbers with a
preceding zero.
Example: 01
ILj[nfotype Edit Goto Extras System Help
(] DA eEae CHR ahan  BE @

Create Labor Relations

Personnel Mo. 40000084 Mame BELL MISTY
Find by | Persfrea |2350 Dept of Labor & Industries EEGroup |0|Permanent
=~ @ Person PSubarea |0OHA| WFSE Agencywide EESubgroup |08 M-OT Elig=40hrsiwlk Status  Active
[} Collective search h| gtan pe/16/2010[=)To  [12/31/9999
{Hl Search Term
{H} Free search )
Ini test Grievance Info | Tracking | Contacts AGT Ll Rl Aricle Info 2 | Aticle Info 3 ManE
|I:EIEE Master Agreement 06 | WFSE
Contract Year 03| 09-11
Article Name 10| Discipline
Article Number 27
Subarticle Name 99| Process
Subarticle Number 01
14, . . . .
Click & (Enter) to validate the information.
15. e
Click (Save) to save.
16. You have completed this transaction.
Results
You have successfully created a new Grievance in HRMS.
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